CREATING A CORE
DOCUMENT

CORE DOCUMENT IS THE SAME AS POSITION

DESCRIPTION (PD) I|
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CDWriter Logon Screen:
E:lter vour name and password. Use MAHAGER for both USERHAME and PASSWORD

if vou have not registered as a user. Press the <F1l> key if vou need
re information.

m Prezs <F1> for Help [_ [CT] =]
USER NAME: | %

PASSWORD: |—K N\

@ Depart
Mot for ge

Version 3.1

TYPE IN THE USER NAME: MANAGER
TYPE IN THE PASSWORD: MANAGER



[T Cowriter 3.1

File Mew Open “iew Prnt Toole Ul Help  Quit

need more information.

This is the main menu for CDWriter. software developed to implement the COREDOC
system. Using this system you can create a core document. Press the <F1> key if you

Automated Search
Application for Position
Classification Documents
Standards and Appeals

. ASA
— |
‘ an
ek

Open
an
existing
CD

Yiew

an
existing
CD

CDWRITER

CORE DOCUMENT DEVELOPMENT

Create
a New

CD

SYSTEM

Import
an
exported
CD

CoreDoc
Help

Help

Export
an
existing
CD

Exit
CoreDoc
Swystem

¥IT

CLICK HERE TO CREATE A NEW CD.
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Primary Qecupation:

Use < EHTER>= to select the desired occupation. The occupation must he
highlighted to bhe selected. ¥You may =search by number {(for series) or
alphabet {(for title). Press <F1l> for additional help.

m Search for:

Series Title -
189C Recreation Aid [Lifeguard] G5-183-04 [SCPD]
202EE  :Personnel Clerk [Emploves Benefitz] I
202ED i Perzonnel Clerk A zziztant [Emplopes Development)
Z03ER i Personnel ClerkAdzsiztant [Empl Belations)

2035T  :Personnel Clerk Adzsiztant [Staffing)

202CL  iPerzonnel Clerk A zsiztant [Clazzification]
SELECT 203P4, i Personnel Actions Clerk,

SERIES AND 204 tilitary Persannel Clerk /T echnician

205 Military Personnel Specializt

HIT THE 3038 lerk. G507 [SCPD]

ENTER KEY 303E  iClerk, G5-02 [SCPD]
303C  :Clerk, G5-03 [SCPD)

305 kil and File Clerk,

3184 Secretary - Small/Medium OFf.

Secretany - Medium/Large OFf.

AN8C Secretary-Large, Complex Org

3194 Clozed Microphone Reporter [04]) G5-313-8 [SCPD)
322 Clerk-Tywpizt

326 Office Automation -
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Tools Help

THIS WINDOW DISPLAYS DETAILED INFORMATION
ABOUT THE SELECTED SERIES

PLEASE CONFIRM THE FOLLOWING WORK SITUATION: Occupational Menu: 31838

Occupation: Secretary - Medium/Large Off. | 550318

WWORK SITUATION B: The work described covers secretarial positions in the Department of
Defense located in organizations of AVERAGE complexity. The arganization may be divided
into subardinate segments which in turn may be further subdivided. The supervisor directs the
staff through intermediate supervisors. The subordinate groups differ in such aspects as subject
matter, functions, relationships with other arganizations, and administrative demands in such
ways as to place significant demands on the secretary position.

The employee is a secretary, peforming a variety of clerical and administrative duties supporting
the wark of the organization. The secretary serves as the principal clerk of the office, assisting
one ar mare individuals.

GRADE LEVELS: This occupational menu describes duties at the G55, 6,7, and 8 levels.
The 55-5 level is developmental; it reflects closer supervision since the secretary is learning to
petformm the higher level duties with relative independence.

Prezz <Tab> for Menu: | Continue | | Information | | Exit

Pl

PRESS CONTINUE.
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DISPLAYED IS THE SYSTEM GENERATED
NAME FOR YOUR CD. YOU MAY CHANGE IT
BY TYPING OVER THE INFORMATION.

f

CHANGE THE CD NAME TO “SECY.”



.

N
KEY TO PROCEED. %

a2
[
=
Z
a8
-
an
—

<
as
O

a

S &)

3 [

O

—I E

SO

m////

///////////////



[T Cowriter 3.1

Select

Select All

Continue  Exit  Help

Duty List:

Use - Spacebar’>, the letter 5, < TAB>, or <EHTER> to select or unselect
duties, then press the letter C to continue. For additional help press
the <Fl1> key.

G5-0318 Secretary - Medium/Large Off. Duty list

Selected Title rP—Grade
Correspondence and Reports

Calendars and Schéi@les
Calls and Visitors

Incoming Mail

Travel Arrangements

Stenography

Time and Attendance

Office Automation Software
Subject—Matter Files
Advise and Train

Conferences and Meetinags

Requisitions

'PLACE AN “S” NEXT TO THE -

DUTY WHICH APPLIES TO YOUR -

POSITION. -
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Select Continue  Prewvious  |Information  Ext Help

|
Duty Selection:

Use arrow keys to move from level to level, and < Spacebar’>, the letter 5,
or the <EHTER> key to select a duty. Press the letter € if you do not
mwant to use this duty. For additional help press the <Fl> key.

Comespondence and Reports
Selected

Classification -

Secretary G5-8318-85
Secretary G5-8318-86
Secretary G5-8318-87
Secretary G5-8318-808

Kl 3

Pressz <F3: for full screen, <F10> for print statement

Frepares correspondence, reponts, and other documents using an electronic typewriter orword processor. Ensures correct
grammar. spelling, ¢apitalization, punctuation. and format. The secretary receives more detailed assignments and closer
supervision in ordedto learn to perform the duties of the position with relative independence. (Typical of GS5-5)

MOTE: Inthis menu|the G3-05 level is developmental. The secretary works under closer than normal supervision, gaining
familiarity with the agsignments and the organization.

WHEN YOU SELECT A DUTY, THE DUTY AND
CORRESPONDING GRADE DESCRIPTIONS ARE

DISPLAYED. TYPE IN THE LETTER “S” TO SELECT.

= B

s
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Select SelectAll Continue  Egit Help

Duty List:

Use - Spacebar’>, the letter 5, <TAB>, or <EHTER> to select or unselect
duties,\ then press the letter C to continue. For additional help press
the <F13 key.

\

G5-0318 Secretary - Medium/Large Off. Duty list

Selected Title PP—Grade |&
I Chrrespundence and Reports GE—-83

:_Ca\lendars and Schedules

Cakls and Visitors

Incﬁming Mail

Traukl Arrangements

Stendyraphy

Timne épd Attendance

Office\ﬂutumatiun Software

Subject\Matter Files

Advise ﬁbd Train

Cunferené@s and Meetinags

Requisitiﬁns

\

AFTER SELECTING ALL

APPROPRIATE DUTIES CLICK -

CONTINUE TO PROCEED.
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Select one of the following options by using the arrow keys to highlight
a choice and press <ENTER>, or press a highlighted letter:

Takes you to the next step in this process.

HNew Series | | ets you pick additional duties from another menu.

Save ahd Ouit | Saves everything you did so far and returns you to the main
menu.

Abandon Wipes out what you did up to now and returns you to the main
menu.

Bl

evious Takes you back to the same menu.

CLICK CONTINUE TO PROCEED.
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Select SelectAll Continue  Exit Help
=l
Suppiementary List:

Please identify the supplementary item= yvou wish to use. Use the <EHTERI
or < TAB> Key or type the letter "5" to select or unselect an item. For
additional help press the <F1l> key.

Supplementary list

Selected Title Y
% GEMERIC SUPPLEMENMTAL INMFORMATION LIBRARY I
:—Security Clearance
Travel — Frequency
0 “ Travel — Mode
Travel — Hostile Environment

Shift Work
Overtime

Other than Hormal Work Hours

Overtime — Emergency

Recall

Emergency, Key, or Emergency—Essential Position
Shipboard Work

Druaga Testing

DAWIA Requirenments

Financial Disclosure

Career Program

Mobility Agreement

Environmental Conditions

Visual Acuity

Driver"s License

Equipment Licenses or Authorizations
Respirator~Anivr—Fed Hood Cevrtification

Welding Certificate 7
MHuclear Cevrtification e |

SELECT POSITION REQUIREMENTS BY TYPING “S.” WHEN
SELECTED, THE DETAILED SUPPLEMENTARY SCREEN IS
DISPLAYED.
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Select Continue  Prewvious  |Information  Ext Help

|

Supplemeantary Selection:
Use <Spacebar> to selectfunselect items. Press the letter ¢ to continue
mithout selecting an item. For additional help press the <Fl> key.

Secunty Clearance
Selected

Classification

Requires security clearance.

Requires a Secret clearance.
f Requires a Top 3ecret clearance.

7

Pressz <F3: for full screen, <F10> for print statement

Fequires secupity clearance.

SELECT THE APPROPRIATE REQUIREMENT BY
TYPING “S.”
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Select SelectAll Continge  Exit Help

=l
Supplementary List:

Plgase identify the supplementary items yvyou wish to use. Use the < EHTER?-
or [<TAB> Key or type the letter "5" to zelect or unzelect an item. For
adfitional help pre=s== the <Fl> kevy.

1

Supplementary list

Selected Tiktle e
l % GEMERIC SUPPLEMEHNTAL IHFORMATION LIBRARY o2
T Security Clearance
Travel — Frequency
Travel — Mode
Travel — Hostile Environment

Shift UWork
Ouvertinmne

—
—
—

Other than Hormal Work Hours
Overtime — Emergency
Recall
Emergency, Key, or Emergency—Essential Position
Shipboard Work
I Druga Testing
DAWIA Reaquirements
Financial Disclosure

Careery Program
Mobility Agreement
i

Environmental Conditions

VYisual Acuitwy

Driver's License

Equipment Licenses or Author
Respirator~Aair—Fed Hood Cert
Welding Certificate

Huclear Certification

| K| r

CLICK CONTINUE TO PROCEED.

zations

fication




Select one of the following options by using the arrow keys to highlight
a choice and press <ENTER>, or press a highlighted letter:

‘Continue:
HE; Series I Lets you pick additional duties from another menu.
g_aue and Quit I Saves everything you did so far and returns you to the main

MEenu.

Abandon Wipes out what you did up to now and returns you to the main
menu.

Takes you hack to the same menu.

\

% CLICK CONTINUE TO PROCEED.
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Select Continue Egit Help
A

Knowledges, Skills, and Abilities:

|

select or unselect options. Use <F1> key for additional help.

Select which of these Enowledges, Skills, and Abilities (KSA=s) vou want
to use as Staffing KSAs for recruitment purposes. Use the <Spacebar> to

Knowledges, Skills, and Abilities

KSh Competency Identified in Position * of Tiase=
Editing Written Communications 188.8
Office Automation 188.8
Advising Others 188.8
Tvping and Kevboarding i188.8

Dezcnption

Ability to prepare andfor edit written correspondence, ensuring proper use of English grammar, spelling, and punciuation

SELECT APPROPRIATE KSAs or CLICK

CONTINUE TO PROCEED. THIS SECTION IS NOT

REQUIRED WHEN CREATING A CD.
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Select one of the following options by using the arrow keys to highlight
a choice and press <ENTER>, or press a highlighted letter:

‘Continue: | Takes you to the next step in this process.

HEZ Series I Lets you pick additional duties from another menu.
gcé and Quit I Saves everything you did so far and returns you to the main

MEenu.

Abandon Wipes out what you did up to now and returns you to the main
menu.

Takes you hack to the same menu.

% CLICK CONTINUE. //
A A A A A A A ]



[T Cowriter 3.1 HmEE

Eiler Hew Npem Wiew Bt Toole Mt Helps Bt

COREDOC ASSIGNS A TITLE, PAYPLAN, SERIES /%

AND GRADE BASED ON DUTIES PREVIOUSLY

SELECTED.
| I |

CORE DOCUMENT (Title, Pay Plan, Series and Grade)

\

N\

CD Humber: SECTHE

Official Title:  Secretary (Office Autormatian)

Pay Plan: Ga
Series: 0318
Grade: 05

v

)

i CLICK CONTINUE TO PROCEED.
“

N

N\
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Tools Help

THIS SCREEN IS OPTIONAL. CLICK EDIT TO
TYPE IN YOUR ORGANIZATIONAL GOALS OR
CLICK CONTINUE TO PROCEED.

CORE DOCUMENT (Goals and Purpose)

Organization:
Comments:

Organization Goals: /

Purpose of Position: /

The secretary serves g4 the principal office assistant, performing administrative
and clerical duties ir/support of the work of a moderately complex arganization,
where there is a sy&tem of formal internal procedures and administrative controls.
The secretary myst exercise continuous attention to the coordination among
internal or exterhal work units.

Standard Organization and Goal
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PERFORMANCE REQUIREMENTS (ELEMENTS) OR CLICK
CONTINUE TO PROCEED.

CD Number: SECTH Title: Secretary (Office Automation)
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Specific Performance Requirements:

-
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CD.

CLICK HERE TO VIEW YOUR COMPLETED

between me

7

Select an option from the top menu to perform a desired option. Use arrow keys to move
choices. Press <ENTER> or the highlighted letter of item to to select
option. Pregs <F1> for more detailed help.

NN

|

(=T
-

Edit Duties

Print Current CD

View Current CD CD Numher:

SECTE

Organization:

Comments:

fficial Title:

secretary (Office Automation)

Pay Plan: 55 Series: 0318 Grade: 05

Help on Edit CD

Y

Help

Export Current CD

Edit Knowledges

i

Edit Other Factors

o)

Edit Competencies Exit Current CD

o
B
[

S



YOUR COMPLETED CORE DOCUMENT. HIT
THE ESCAPE KEY TO RETURN TO THE MAIN

MENU OR PROCEED TO THE NEXT SLIDE FOR

' INSTRUCTIONS ON HOW TO PASTE YOUR CD ™=
INTO A WORD DOCUMENT.

Position:

Secretary (Office Automation?, G3-8318-85
Purpose of position:

The secretary serves as the principal office assistant, performing
administrative and clevrical duties in support of the work of a
moderately complex organization. where there is a system of formal
internal procedures and administrative controls. The secretary
must exercise continuous attention to the coordination among

internal or external work units.

Organization:

Organization goals:

II. MAJOR DUTIES
B. Duty (Criticall:
Prepares corrvrespondence, rveports and other documents. May review
work prepared by other clerical staff.
188>
Tasks:
1. Accurately tvypes correspondence. rveports or similar materials

from handwritten or electronic drafts using an electronic
typewriter or word processor.
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iew Bt Ezperb Beports A Help Gk Test

M Undo oy

Bedo “H ﬂ
DOCUMENT MAME~H#: 118

Cut >

Copy “C

Paste “y |MIZATIONM INFORMATION

Clear

Select Al “A |1 Health Specialist, GS5-8618-89

Check Sfielling -

Spell Ch¢ck Core Document

=ition is to desiagn, manage, and or

Goto Ling... d occupational health program(s}; Iin two or
; - " specializations or work environments: 1.
Find... F |. cHEMICAL & HAZARDOUS MATERIALS: 3. COMBAT
Find Agajn “3 |ES; S5. MARITIME; 6. MUNITIONS
. . » LEAR MUHMITIONS; 8. AVIATIOHM <Flight

Replace find Find Again E (Ground Safetw).
Heplace jfll

HMMMM

Organization goals:

HYr
II. MAJOR DUTIES
A. Duty (Criticall:

Participates in the opervation of two or more safety and
ocgtupational health programs servrving the installation, including
temant activities where applicable. Plans, develops, organizes,

angd administers the (insevt the appropriate environmental or
spegcialty areas, such as toxic chemicals/ hazardous materials &
explosives? programs for the installation. Provides training,
ingpection, evaluation, and technical expertise to installation
peyrsonnel. Applies standard criteria and conventional safety and
octupational health methods. The emplovee pevrforms this work in —

FLE >

'TO CUT AND PASTE INTO A WORD DOCUMENT
SELECT “SELECT ALL” UNDER THE TOOLS
MENU.
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DOCUMENT HNHAMESH: 118

HIZATION INFORMATION

elect All * I Health Specialist, G5-8818-89
heck Spelling

sition is to design, manage, andsSor
oto Line... d occupa tional health programi{(s>;: in two or
= . specializations or work environments: 1.
__nd". . CHEMICAL & HAZARDOUS MATERIALS: 3. COMBAT
E5: 3. MARITIME: 6. MUHMITIONS
LEAR MUNITIONS; 8. AVIATION (Flight
(Ground Safety).

HHMHH
Organization goals:

Y EZ

II. MAJOR DUTIES

o Duty (Criticall:

SELECT COPY OPEN A NEW DOCUMENT IN MS WORD.
RIGHT CLICK ON THE MOUSE AND SELECT PASTE TO

Il PASTE YOUR CD INTO A WORD DOCUMENT. REMEMBER
TO SAVE YOUR CD. RETURN TO CORDOC AND PRESS THE

ESCAPE KEY TO EXIT AND RETURN TO THE MAIN MENU.

-




Edit

PRESS THE ESCAPE KEY TO RETURN TO THE
MAIN MENU.

doals BER B Erpmit EHEmartE Wity Helps ot Lext

== E

m Use <Pgup> & <Pgdn> keys to scroll <Eszcape> to Exit X

COREDOC DOCUMENT MHAMESH: SECY18

I. POSITION AMD ORGAMIZATION IMFORMATION
Position:

Secretary (Office Automation?, G3-8318-85
Purpose of position:

The secretary serves as the principal office assistant, performing
administrative and clevrical duties in support of the work of a
moderately complex organization. where there is a system of formal
internal procedures and administrative controls. The secretary
must exercise continuous attention to the coordination among

internal or external work units.

Organization:

Organization goals:

II. MAJOR DUTIES
B. Duty (Criticall:
Prepares corrvrespondence, rveports and other documents. May review
work prepared by other clerical staff.
188>
Tasks:
1. Accurately tvypes correspondence. rveports or similar materials

from handwritten or electronic drafts using an electronic
typewriter or word processor.

=
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EDIT HENU

Select{an option from the top menu to perform a desired option. Use arrow keys to move
between menu choices. Press «<ENTER?> or the highlighted letter of item to to select
option| Press <F1> for more detailed help.

N

View Current CD - g Y T T i=lo |- Help on Edit CD
@ Organization: @
Help
I Comments:
Frint Current CD Export Current CD
v fficial Title:
% secretary (Office Automation) @
Pay Plan: G5 Series: 0318  Grade: 05

Edit Duties Edit Knowledges Edit Other Factors Edit Competencies Exit Current CD

P K"

= B

e
CLICK HERE TO PRINT YOUR PD. ’7/
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Open an existing core document:

The core document mmst be highlighted to be selected. Use the up-down

arrow key=s to choose which core document to open. Use < EHTER> to =elect
the desired core document.

35-0318-05 Secretary [Qffice Automat

YOUR COMPLETED CD IS AUTOMATICALLY
SAVED TO YOUR DESKTOP. PRESS THE ESCAPE
KEY TO RETURN TO THE MAIN MENU.

A 3
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7

[TIEDIT HENU

Select an option from the top menu to perform a desired option. Use arrow keys to move
between menu choices. Press «<ENTER?> or the highlighted letter of item to to select
option. Press <F1> for more detailed help.

Yiew Current CD CD Number 110 Help on Edit CD

@ Organization: @

Help

Comments:

Frint Current CD Export Current CD

fficial Title:
% mafety and Occupational Health Specialist

&

Pay Plan: 55 Series: 0018 Grade: 09

Edit Duties Edit Knowledges Edit Other Factors Edit Competencies Exit Current CD

P K"

S

” CLICK HERE TO EDIT THE CD.
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[TIEDIT HENU

Select an option from the top menu to perform a desired option. Use arrow keys to move
between menu choices. Press «<ENTER?> or the highlighted letter of item to to select
option. Press <F1> for more detailed help.

Yiew Current CD CD Number: Help on Edit CD

@ Organization: @

Help

Comments:

Frint Current CD Export Current CD

Official Title:
o mafety and Occupational Health Specialist

&

Pay Plan: 55 Series: 0018 Grade: 09

Edit Duties Edit Knowledges Edit Other Factors Edit Competencies Exit Current CD

P K"

= B

// CLICK HERE TO RETURN TO THE MAIN
- MENU.

=
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File Mew Open “iew Print

Tools

Utility  Help  Quit

This is the main menu for CDWriter. software developed to implement the COREDOC

system. Using this system you can create a core document. Press the <F1> key if you
need more information.

Automated Search
Application for Position
Classification Documents

Standards and Appeals

Open
an
existing
CD

Yiew

an
existing
CD

. ASA
— |
‘ an
ek

Create
a New
cD

Print

an
existing
CD

CDWRITER

SYSTEM

Import

] :|

Expurtzs ﬁ;
cD

CoreDoc
Help

Help

CORE DOCUMENT DEVELOPMENT

Export .
an =]
existing Wzl'
CD

Exit —
CoreDoc EXIT
E?ﬂ

CLICK HERE TO EXIT COREDOC.




